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Introduction
Welcome to Pay.gov, the Alcohol and Tobacco Tax and Trade Bureau’s (TTB’s) System for
electronic form filing and payment of alcohol and tobacco excise taxes.

What Does This Guide Cover?

This guide shows you how to:
Amend Excise Tax Return Forms and Payments, and Operational Reports for
alcohol and tobacco.

For information about using this system and how to obtain technical support, please visit the
pay.gov web site: http://www.ttb.gov/epayment.htm.

What Does This Guide Not Cover?

This guide does not cover submission of Excise Tax Returns and Payments for firearms and
ammunition nor Excise Tax Returns and Payments for Puerto Rico.

This guide does not contain information regarding enroliment. For enrollment information,
please go to http://www.ttb.gov/epayment/gettingstarted.htm. Also, the guide does not contain
all the specific instructions for completing each form. If you have any questions about
completing or filing any form, contact your TTB Specialist at (513) 684-3334 or toll free at 1-
877-882-3277. All of the applicable forms can be viewed or printed at
http://www.ttb.gov/forms/index.htm.

For information regarding other Pay.gov functions and forms, please refer to separate User

Guides, including:

e TTB Pay.gov Brewer’s Report of Operations Electronic Submission User Guide

TTB Pay.gov Brewpub Report of Operations Electronic Submission User Guide

TTB Pay.gov DSP Report of Denaturing Operations Electronic Submission User Guide

TTB Pay.gov DSP Report of Processing Operations Electronic Submission User Guide

TTB Pay.gov DSP Report of Production Operations Electronic Submission User Guide

TTB Pay.gov DSP Report of Storage Operations Electronic Submission User Guide

TTB Pay.gov Monthly Report -Tobacco Products Importer Electronic Submission User

Guide

TTB Pay.gov Proprietor of Export Warehouse Electronic Submission User Guide

e TTB Pay.gov Report — Manufacturer of Tobacco Products or Cigarette Papers and Tubes
Electronic Submission User Guide

e TTB Pay.gov Report of Wine Premises Operations Electronic Submission User Guide
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Amending Returns in Pay.gov
1. Login to Pay.gov.

2. At User Center Screen, select Saved or Submitted Forms List.

ay.Gov - User Center, - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Te

)
M = e - =

.0 B B & L ¥ © =

Back. Stop Refresh Home Search  Fawvorites  History Mail Print

Address |€| https:ffqa, pay.gov /paygovjuserCenter, html 3

Links @ Yahoo! @ Pay.Gov Praduction Q Pay.gow QA @ COracleAs Discoverer Q Track-Tt! \Web ﬁ:l Pay.gow eRoom

SM -~
mgw Provided by the Depariment of the Treasury. / ‘Welcome, Donald. Logout

User Center Your connection to Pay.gov will logoffin 30 minutes. | Request mare time.

Hide Menu % | User Center

Administration £

Application =

List Applications Forms Helpful Links

Resource Camplete amd save or submit yourfomrs o

Search Bill Instances MR = DNavigating the site

Search Form Instances Forms Lists = Searching and browsing Farms

- m Private Forms = FAQS

Collections Control . = Reassigned Forms s Agencies only - how to request
Panel - = Saved Farms dncumertatinn

Search Transactions = Submitted Forms B
Forms ES

7 Find Forms

Form Lists » By Agsnc My Account

Private = By Form Mame iarage your amfile, saued aayment acooants, sad
E igned

S::eSdSI he = By Advanced Search passwont

Submitted n My Profile
Find All Forms = hanage Payment Accounts

by Form Mame Pending ACH Payments List = Change Password

by Agency Marme View 2 stamary of your perding pavRents on

Search Forms

Faygor.
—
Searching Help = Pending Payments List Application
Advanced Seatch iManage your applications.
(-EZRNIS 2 » List Applications
Pending Pavments List Reports
Reports N View mports oa Pay o
P it

v
oo bl
Qj é . Internet
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3. The “Saved” or “Submitted” forms list will appear:

Pay.Gov - Submitted Forms - Microsoft Internet Explorer

File Edit Yiew Favorites Tools Help

"l

J
A A e S v T

Q.0 K B & L Y% @ =

Back Stop Refresh Home Search  Favorites  History Mail Print

Address |ﬁj https:/fga.pay.gov/paygoy/formsflistSubmittedForms. htmlnc=1132596349169 hd

Links @ Yahoo! @ Pay.G@ov Production @ Pay.gov Q8 @ QracleAs Discoverer @ Track-Tt! web @ Pay.gov eRoom

SM —_— M
mg)v Provided by the Depariment of the Treasury. /" Welcome, Donald. Logout

User Center

Your connection to Pay.gov will logoff in 30 minutes. | Reguest mare tirme

Hide Menu ® | Submitted Forms

Administration %

Application Results: 1-10 of 10

List Applications Payment Status Codes Explained Help with Sorting Date is displayed in Eastern Time
Resource

Search Bill Instances Form Details

Search Form Instances Pay.gov Tracking ID Date

Collecti Control Form Name Amount Paid |[Form Status |Payment Status [Form Actions

oliections Control ;.| Form Number
Panel
Search Transactions 3FO9A01R 11/18/2005 14:44 e FDF
Puerto Rico Excise Tax Retum $1.00  Accepted Settled D

Forms % | TTBF 500025 Dulicste

Form Lists

Private 3FO99MOP 11/02/2005 09:06 View PDF
Reassigned Puerta Rico Excise Tax Return Accepted .

Savad TTB F 5000.25 Duplicte

Sub mitted 3E0961HU 1011712005 11:27 —
Find All Forms Excise Tax Return §1.00  Accepted Received ;

by Farm Marme TTB F 5000.24 Duplicate

by Agency Nare
Search Forms 3F0965F4 09/30:2005 14:09 \iem PDOE

Report of Wine Premises Operations Accepted
Duplicat

T TTB F 5120.17 upioate

Advanced Search 3E09640D 097282005 10:09 T
Payments 2~ Federal Firearms and Ammunition Excise Tax Deposit Accepted

Duplicat
Fending Payments List TTB F 5300.27 e
Reports = | 3F09640B 09282005 10:08 Visw PDE
el s Federal Firearms and Ammunition Excize Tax Deposit Accented b
:g‘] Done

2 @ nternet

e A future release will include a column or some type of designation that will indicate an

amended report. Currently, you need to use the Date Last Saved column to decipher
which report is your most current.
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4. Move cursor over to Form Actions column and select Duplicate on the return you want to
amend. The following screen will appear:

2 Pay.Gov - Form Instance - Microsoft Internet Explorer

File Edit W¥iew Favorites Tools  Help

Q. 0 KB B & L % @ -

ST =
& s -

Back. Stop Refresh Home Search  Favorites  History Mail Print

Address @ﬁ https:ffqa, pay.gov/paygoy forms/duplicateFormInstance, himl?nc=1132596 3534 2680ute=5U8payaoy Trackingld=120000254222
Links .Q_LI ‘fahoo! .‘e_Ll Pay.Gov Production Q Pay.gov G ﬂ OracledS Discoverer .Q_L| Track-It! Wieb g‘] Pay.gov eRoom

%ym Provided by the Depariment of the Treasury. / Welcame, Donald. Logout

/User Center Your connection to Pay.gov will logoffin 20 minutes. | Beguest more time.

~

Show Menu ¥ | Form Instance
DEPARTMENT OF THE TREASURY
ALCOHOL AND TOBACCO TAX AND TRADE BUREAU
EXCISE TAX RETURN
[Total tax liability $1.00
Gross Amount Due $1.00
Amount due with this return $1.00
IACTUAL PAYMENT WITH THIS RETURN $1.00

Under penalty of perjury | declare that | have examined this return {including
any accompanying explanations, statements, schedules, and forms) and to
the best of my knowledge and belief it is true, correct, and includes all
transactions and tax liabilities required by law or regulations to be reported.

Go Back Update Submit Data

[ Save ] [ Reassign ] [ FPOF Prewview I [ Feset I

It ray take several minutes to process the form. Please be patient.
@'] Done

é 0 Internet

5. Select the Go Back option to return to the return and then navigate to the General Information
page to update the report from “Original” to “Amended”. After this is changed, make the
rest of your adjustments and then submit the form as usual.

Note: After making your adjustments you must ensure the amount of the “Actual Payment With
This Return”, shows the actual amount you are paying with this return, and the “Total tax
liability” reflects the entire amount of your liability for the period.
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Amending Operational Reports in Pay.gov
1. Login to Pay.gov.

2. At User Center Screen, select Saved or Submitted Forms List.

2l Pay.Gov - User Center - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

. © KB B & L % @ T B

g -

Back. Stop Refresh Home Search  Fawvorites Hist‘éry Mail Prink

Address |€| https:ffqa, pay.gov /paygovjuserCenter, html

Links @ Yahoo! @ Pay.Gov Praduction Q Pay.gow QA @ COracleAs Discoverer Q Track-Tt! \Web ﬁ:l Pay.gow eRoom

SM -~
mgw Provided by the Depariment of the Treasury. / ‘Welcome, Donald. Logout

User Center

‘four connection to Pay.gov will logoff in 30 minutes. | Reguest more time.

Hide Menu % | User Center

Administration k]

Application =

List Applications Forms Helpful Links

Heamee Comatete and save or swhmit your s o

Search Bill Instances MR = Mavigating the site

Search Form Instances Forms Lists = Searching and browsing Farms

- m Private Forms = FAQS

Collections Control . = Reassigned Forms s Agencies only - how to request
Panel - = Saved Farms dncumertatinn

Search Transactions = Submitted Forms L
Forms ES

7 Find Forms

Form Lists » By Agsnc My Account

Private iarage your amfile, saued aayment acooants, sad
R ianed = By Form Mame

ﬁ& = By Advanced Search passwont

Submitted n My Profile
Find All Forms = hanage Payment Accounts

by Form Mame Pending ACH Payments List = Change Password

by Agency Marme View 2 sunmany of your peading paywents on
Search Forms Fay.gov.

Searching Help. = Pending Payments List pplication

T iznage your spalications.
Payments x n List Applications

Pending Pavrnents List Reports
Reports = View mports o Faygou
A

v
oo bl
Qj é . Internet

e This will make a copy of the original submission and allow you to edit it.
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3. The “Saved” or “Submitted” forms list will appear:

23 Pay.Goy - Submitted Forms - Microsoft Internet Explorer

File Edit Yiew Favorites Tools Help

"l

J
A A e S v \

Q.0 K B & L Y% @ =

Back Stop Refresh Home Search  Favorites  History Mail Print

Address |ﬁj https:/fga.pay.gov/paygoy/formsflistSubmittedForms. htmlnc=1132596349169 hd

Links @ Yahoo! @ Pay.G@ov Production @ Pay.gov Q8 @ QracleAs Discoverer @ Track-Tt! web @ Pay.gov eRoom

SM —_— M
mg)v Provided by the Depariment of the Treasury. /" Welcome, Donald. Logout

User Center Your connection to Pay.gov will logoff in 30 minutes. | Reguest mare tirme

Hide Menu ® | Submitted Forms

Administration %

Application Results: 1-10 of 10

List Applications Payment Status Codes Explained Help with Sorting Date is displayed in Eastern Time
Resource

Search Bill Instances Form Details

Search Form Instances Pay.gov Tracking ID Date

Collecti Control Form Name Amount Paid |[Form Status |Payment Status [Form Actions

oliections Control ;.| Form Number
Panel
Search Transactions 3FO9A01R 11/18/2005 14:44 e FDF
Puerto Rico Excise Tax Retum $1.00  Accepted Settled D

Forms % | TTBF 500025 Dulicste

Form Lists

Private 3FO99MOP 11/02/2005 09:06 View PDF
Reassigned Puerta Rico Excise Tax Return Accepted .

Savad TTB F 5000.25 Duplicte

Sub mitted 3E0961HU 1011712005 11:27 —
Find All Forms Excise Tax Return §1.00  Accepted Received ;

by Farm Marme TTB F 5000.24 Duplicate

by Agency Nare
Search Forms 3F0965F4 09/30:2005 14:09 \iem PDOE

Report of Wine Premises Operations Accepted
Duplicat

T TTB F 5120.17 upioate

Advanced Search 3E09640D 097282005 10:09 T
Payments 2~ Federal Firearms and Ammunition Excise Tax Deposit Accepted

Duplicat
Fending Payments List TTB F 5300.27 e
Reports = | 3F09640B 09282005 10:08 Visw PDE
el s Federal Firearms and Ammunition Excize Tax Deposit Accented b
:g‘] Done

2 @ nternet

e A future release will include a column or some type of designation that will indicate an

amended report. Currently, you need to use the Date Last Saved column to decipher
which report is your most current.

11/21/2005 80of9 Version 1.0



TTB Amending Electronic Submissions User Guide

4. Move cursor over to Form Actions column and select Duplicate on the return you want to
amend. The screen with the “submit” button will appear: (wine form used as an example)

2 Pay.Gov - Form Instance - Microsoft Internet Explorer

File Edit W¥iew Favorites Tools  Help ﬂ'
A =y . 3 -
. 0. ¥ @@ & L J @ =
Back. Forward Stop Refresh Home Search  Favorites  History Mail Print
Address @j httpsifiqa.pay.gov/paygoyiformsfduplicateFarmInstance, htmi?nc=1132596545805& oute=5U8&paygov Trackingld=120000288228 e
Links. g:l ‘ahoo! g:l Pay.Gov Production gll Pay.gov Q4 ;ﬂ OracledS Discoverer >§_L| Track-Tt! beb é;'] Pay.gov eRoom
M —_—
ym Provided by the Depariment of the Treasury. / Welcome, Donald. Logowt
/User Center ‘four connection to Pay.gov will logoffin 29 minutes. | Request more time.
Show Menu ¥ | Form Instance
PART Il - {RESERVED)
PART Il - SUMMARY OF DISTILLED SPIRITS (Proof Gallons)
WIHE SPIRITS DISTILLATES COMTAIMNG | SPIRITS FOR
A ALDEHYDES L
NiEm FOR ADDITION TOWNE 5 PREFARATION 5 | BEWVERAGE
GRAPE
(a) (b) () (i) ] fa) )
1. ©n hand heginning o1 period
2. Received
3. Inventory gain
4. TOTAL| 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
5. Used
6. Trans.to col. ()
7.
8. Losses
9. On hand end of period
10 TOTAL| 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
PART IV - SUMMARY OF MATERIALS RECEIVED AHD USED
GRAPE MATERIAL HINDS OF MATERIALS OTHER THAR SUGAR
GRAPES ) GRAPE e DRY Lo
ITEM Uncrushed | Fiod dice - |Concentrats {Pounds ar Galions)
(Fownids) Faiit Gall (Poands) | (Gaflons)
(Gaiions) | (Gallons) | (Gallons)
(a) 1) ) 7] (s} (2 (g £8) ]
1. On hand beginning of period
2. Received
3. Juice or concentrate procduced
4. TOTAL| [ [ [ 0.0] [ [ 0.0 [ [
5. Used in wine production
B lzad i inice mr ~concardrata meancdetion) v
&] Dane S @ mnterret

5. The original submission of the form will appear.

6. Navigate to the correct page to update the report from “Original” to “Amended”. (It is
usually on the first page of a form. If your screen displays Page 2, just click on Previous
Page at the bottom of the screen.) Set the value to “Amended”.

7. Edit the form as needed.

8. Submit or Save the Form: Saving the Form will keep it in on the Saved portion of the Saved
and Submitted Forms List. Submitting the Form submits it to TTB.
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